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File Path:| S:\EEC\EEC Docs and Training\SOP Created By: Don Bolivar
S TAN DARD O PERAT I NG Training Resources | Ship8 Resource Site Department: Returns Receiving
- o ) . o ’ . Associate Level: Clerk
Visit EEC Wiki for more information or contact the Logistics Services and Trainin —
PROCE DURE S Department for any assistance ’ ’ cpplicaionifevan EEC Webpage
| Application: Website

Create Date Effective Date: Last Revision Date Revision Number:
6/15/2023 6/15/2023 8/23/2023 01.2

Tools Required Safety/Hazard Controls Description of Work

Computer, keyboard, mouse & EEC Webpage Using the Return Order List located under the

access, box/utility cutter, tape, tape gun, carton Exercise extreme caution when using box/utility cutter to prevent cuts or abrasions Warehouse Management, Warehouse Return
supply, 2*4 label and printer, adhesive paper tape, 9 p ! Mgmt. folder and US Warehouse Live to create,

blank white labels edit or receive customer returns.

01. Change Revision Log

Rev. Date Change Description Changed By
01.1 6/15/2023 Initial SOP creation don.bolivar@jlahome.com
01.2 8/23/2023 updated company logo don.bolivar@jlahome.com

‘ Legend Stop @ Note ’ Look Here ’ Check Here / Caution A

02. Purpose

The purpose of the Return Order List page allows a trained Clerk to create, edit and/or receive RA No. (Return Authorization Number) customer returns. Used in parallel with US
Warehouse Live allows for a systemic customer return process and would prevent and/or minimize the need for manual transactions.

03. Scope

These work standards apply to the Return Order List & US Warehouse Live and how the tasks should be performed by a trained Clerk. These steps are used when creating, editing or
receiving an RA No. (Return Authorization Number) customer return, in order to issue credit for the return, regardless of the condition of the return.

04. Objective

A Return Order List - if not created, edited or received properly would impact the following conditions:

1. Customer would not receive appropriate credit for the return.
Il. Would create an unnecessary manual receiving transaction.
1ll. Would create aged RA numbers

05. Stopping Points

Q Always Remember: “Do It Right The First Time” Only a few steps in creating, editing and/or receiving the customer return to ensure a systemic return to assist in issuing the customer
credit for their return.

Stop: OLLIIX & DSL (Designer Living) returns are not to be manually created in the Return Order List web page

Stop: RA No. with a Customer PO # are to be received in US Warehouse Live

Stop: Item numbers must be setup in the receiving warehouse location XRS, XRW & XR3 to proceed with the returns process
Stop: If return items are not factory sealed, they are deemed return unusable

Stop: Furniture returns can be factory sealed however if the carton is damaged, they are deemed return unusable

» |[EEC URL:
https://eecsystem.com/login.aspx
US Warehouse Live desktop link
eechelpdesk@jlahome.com

06. Getting Started - Login and Navigation

Step # Task Description Example Guide

Log into the EEC webpage by entering your valid company email
Step 1 address, as your User Name, and your own unique user Password.

Click the OK button.
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Step 2

Select the Warehouse Management module
Click the Warehouse Return Mgt folder

Click on the Return Order List menu page

EEcC Systaermm LIS Maraua

Step 3

Expand the Return Order List menu page by using the directional
arrow.

07. Determine if the Return is Usable or Unusable & Collecting Information

Step # Task Description Example Guide
Step 4 Factory sealed returns are considered "return usable"
Cut out the return tracking label to collect as much information as possible I
Step 5 -
Validate the item number of the return
DR BEETRBET e
Step 6 Non factory sealed returns are considered "return unusable"

Step 7

Open the package to collect as much information as possible

Validate the item number of the return

o
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Step 8

Furniture returns:

If factory sealed and no damage to the outer carton is considered "return
usable"

If factory sealed and there is damaged to the outer carton is considered
"return unusable"

If non factory sealed, it is considered "return unusable"

08. Validating the Return against an open RA No. (Return Authorization Number) or Prior Order/Shipment

Step #

Step 9

Task Description

On the Return Order List menu page, enter the collected information of the
customer return to confirm if there is an existing or open RA No created for
the return.

If there is an open RA No. with a Customer PO #, proceed to step # 41

Search options:

1 - enter name of the customer into the Customer Name field - click Search
button

2 - enter return item number into the Item No field - click Search button

3 - enter the customer purchase order number into the Customer PO No
field - click the Search button

Example Guide

Feturn Order List
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Dot Ty >
A Satus: B - £z 50 o Star O [}

ke Goeatbn ..’.m.. Frem 5 End Ot =

Comtorur Cote: - ner: - [eap— ~

Customer Nome: | TTEY Eror = SAP Untosed: =

irem wec: & e
e [ i ][® ot ][00 e (@ sy |

a7 Toge hues i1 _Pegnei0 Rams

P e ——— BB o .
Ltz ey o
§ S S T . prr— T e
=0 D4 s SAMARIES 1 Bclting M G0 0
P g T gy T Fom o
Ontanars ey
- [P T e - P
40 S gy S
MO swwmesecepse wesemy e o S wrep o e T o
H O msosems mems  wene  peme wc SMComunm oscoecomss SR e e
B O BuEUSE  Coesed wesse e S0 | ]

Qe s Clissis e

Custamer PO No.:
ERE 50 Mo,
Order From.
Vendor:
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On the Sales Order List menu page, enter the collected information of
the customer return to confirm if the returned item matches a previous
order/shipment

EEC System US Menu

. EEC Cosmmmunications

v, Resources S Training Videos
v L Administration

|~ Aretive
Step 10 Select the Sales Order Management module |~ a0
Click the Sales Order List menu page
Expand the Sales Order List menu page by using the directional ot ; (3 : o §
arrow e - e Rt o s L
Step 11 [ o [ | o o[ o (0 o )t ] [ | o[ oy | o 8 (< o =

Clear the Status and Business Type fields by selecting the blank
option from the two drop down lists.
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) Customer PO No. ’ Customer * 7] Date Type: v
EBE 50 Mo.: Tracking Mo, Start: ]
Search options: St - Lot v nd a8
Uploaded: 2 Eror Type: v Ireice Sent: ’
PO No. Order Type: v Ttem No. BASIHB01TT ’
1 - enter the item number into the Item No field - click Search button Ll | (ks T = hamelSR): IR O Mg
855 Sent: hd ‘Ship To: MNew Store Order: hd
Reserved Order- v GS Control No: Retail Qrder Mo :
2 - enter the customer name into the Name (Ship To) field - click Search [9 s )[3 ae ][8 ace
Step 12 button [ Aew | [WRerene | v | [0 e ]t | (oot ) _netnd | Il L —
: 131 Pagil Rems <<<1 3>

3 - enter the customer purchase order number into the Customer PO No

Customer PO Refail Ordes
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Step 13

>

If the original order/shipment is found, confirm the item number to be the
same as the returned item

Click the (+) button to expand and see the line item detail of the order

If the returned item matches the original order/shipment proceed to step
#a41

If the returned item does not match the original order/shipment proceed
to step # 27

09. Creating an RA No. with a Customer PO #

Step # Task Description Example Guide
On the Return Order List page, click the New button
Step 14
This will bring up the RA Detail page Custanes PO
e
EAE Viseshouss Hindirg Pt Actusd Payrvans.
Customar Freigh Deduetiors Disoount Ane:
Customsr Harvling Daduction: [T
Enter the customer purchase order number into the Customer PO No field
Step 15 and click tab on your keyboard
The original order detail will display at the bottom of the page
In this example there are two line items on the original customer order
Step 16
P Select the line item that was not received and will be removed from the
return authorization by clicking the box next to the Item No
Click the Delete button
Step 17  |A popup message "Are you sure" will display at the top of the page
Click OK, to delete the line item
A "Delete success" popup message will display at the top of the page
Step 18
Click OK
Enter the actual number of returned pieces under the Authorization Qty
Step 19 column
Click the Save button
A "Save Success" message will display eecsystem.com says
Step 20 Save Success. ’

Click OK

Step 21

The Authorized Qty will update to the quantity you entered




Select the line item by checking the box next to the Item No

Step 22
Click the Confirm button )
A popup "Order will be confirm, are you sure" will display at the top of the
Step 23 |P%6°¢
Click OK to confirm
A popup "Order is confirmed" will display eecsystem.com says
Step 24 Order is confirmed.
Click OK
The RA Detail page will refresh
Step 25
Close the page by clicking the red (X) at the top right hand side of the page
Return Order List
On the Return Order List page . — = e GEHE i "=
Retum Location: v Order From: v End Date: -]
Click the Search button e = - iy - i
Step 26 tem bo: upC: G Search [0 ol |

The page will refresh and there will be a return authorization number under
the RA No column and the RA Status will display in "Initiated" status
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10. Creating an RA No. with no Customer PO #

Step # Task Description

On the Return Order List page, click the New button
Step 27
This will bring up the RA Detail page

Example Guide

Jmpoct e o Cnonse P | v crcpen

Cushose Frgpn Douction:
Custons Hondbg Dot
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Step 28  |Select the return customer from the Customer drop down list

Click on the calendar icon and select the date of the return

Step 29

Click Today or OK, the date and time will populate

Select the appropriate return location warehouse from the Return Location
Step 30 drop down list

Click the Save button




PR
[rem———
ErtarCaslormar 20 No. | Seve Success
Fh Mo RGN ESESOM
e st v |
A "Save success" popup message will display at the top of the page s - z st
Rt Dt iz 0% m s Fght Dscuion 0
Step 31 Renam Loear i 03 ot Do [1
Click OK == : == 5
O | =y [ I
Item Mo Cust Item o, e
T — [———— - T R -
= == E Ea— 1
- EmE S 1
Click the Items button = = SRR : T i
Step 32 = E = = R
A Return Item Detail dialogue box will display in the middle of the page ’
Return Item Detail [~
With your cursor in the Select Item No field, type in the item number of the Select ltem No.: [BAsreors |
tem No.: ESIE | > 3 Customer tem Nos WA ]
customer return Authorized Quy: |2 Qty Received: —
Unit Sell Price: (1388 | Item Stags: e ~]
Case Pack: R | ’
Step 33  |Click the tab button on your keyboard and enter the number of pieces [ Hew (B _sowe"
returned into the Authorized Qty field
Click the Save button
I
e [—
= —
o E—
A "Save success" popup message will display at the top of the page e W e e ——— —
Cnder From: G ~ Fonean Totad in AP T Fistun Fessants | ——
Step 34 = s e Poams —
. [ wew |[3 Sove ][ stems | cootim [ oot | puler |
i T~ e
Click OK e — oo e — [ s (5 o ]
== Ees | | = :
e i
Close the Return Item Detail dialogue box by clicking the "X" at the top == = e == ’E}E
Step 35 . <
right hand corner of the box
3
The RA Detail page will refresh and display the RA No of the newly entered e SR vl o
Step 36  |customer return with the line item detail displayed at the bottom of the e —
page - e - e =]
— L wow mecsystem.cam says
Click the Confirm button ::: e :5:: n' :&‘.‘j:: » &
- i . e =
Step 37 A popup "Order will be confirm, are you sure" will display at the top of the | =™ o = " e
page e e = ] N
Liow T S = Dlarapaney Type: = . (@ oo ][22 i, )38 emet |
Click OK to confirm i a1 i i e e
S I
X . . Rt oewy
A popup "Order is confirmed" will display -
Step 38 o Fupo: o
. e
Click OK e oo 82 3
0 fonm
=TI e
une e s - ooy o g
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Step 39 Close the RA Detail page by clicking the "X" at the top right hand corner of
P the page
On the Return Order List page
Select "Initiated" from the RA Status drop down list Wlo: | R P
RA S (2] - Start Date:
Select the appropriate warehouse from the Return Location drop down list | . .=~ m—— o — i
Customer Code: v Vendor: v Maolz Uploaded:
Step 40 Select "Last Updated" from the Date Type drop down list and then select - e - v 4P Uplozdet:
P the current date from the Start Date calendar icon e Mo e: 0 s | Eud |
6 e | Rece (@ Cacd ) otes | ity |
Click the Search button Hems:1 Page number:1/1 Paginal:30 items RESEE
The newly created RA No will display at the bottom of the page
Use the Ecom Return scanner app to process the return

11. Receiving the Initiated RA

Step # Task Description

Log into the US Warehouse Live webpage by clicking the USWarehouseLive
icon on your desktop

Step 41  |Enter you valid company email address into the User Name field and user
password into the Password field

Click the OK button

Step 42 |Click on the Show Menu icon at the top right hand side of the page

Step 43  |Select the Return Order menu page

Return tab will display

Step 44
Click the X to close the menu page
Enter the customer purchase order number into the Customer PO No field =
Step 45
Click the Search button E
The RA No will display at the bottom of the page — ::m .
Step 46 = 0 sl
Double click on the RA No —— — — —
N N W
Step 47  |Return Qty tab will display = o

\AL

e 2 oD 1 | N AA 4 NN "N
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>

With your cursor in the Returned Qty field, enter the number of pieces
returned

Select the condition of the return from the Bin Type drop down list:

Return Usable - means the returned item is factory sealed and is resalable

Step 48 =
P Return Unusable - means the returned item is not factory sealed, oris a —
piece of furniture and the outer box is damaged and the item is not = =
resalable
Inspect - means the returned item needs further inspection
Step 49 With your cursor in the Note field, enter any related notes of the return, - o — -
P such as tracking number, etc.
. . T [an Fmnay zx
"Invalid Item Location" popup message [ [r—
U e — —— . ) =
This means that the returned item is not setup in the return warehouse — —
location: XRS, XRW or XR3, and will require an email be sent to EEC team to — e
Step 50  |request item setup prior to completing the return

>

Continue to step # 37, if you do not receive this popup message

sareior

>

Email eechelpdesk@jlahome.com

Pianss halp 1o setus the abows iter ints location XKW

Step 51
P Subject line to include_item number and receiving location: XRS, XRW or XR3 | s
setup request "W‘:.‘,,wn, .
Click the Save button on the Return Qty tab page [
Step 52 ‘
A "Save successfully" popup message will display in the middle of the page — ’
- = = =
it e | =
et Bande: E= e
[ [a— — ‘
Step 53 If you click on the Return tab and click the Search button, the RA Status will | == = T
be in "Received Return" status
Return Order List
A No.: Customar PO ho.: CossEounts Onte Type: = v
24 Status: et s v EAE SO Mo, ‘Start Dote: m
fetur Locaton: v orderfrom v s to: m
CusomerCade v Ve v Hacl Uloaied v
Back on the Return Order List page, click the Search button, the page will Custenes Has e v <8 i v |
Step 54 ) ) T . N e o e =)t o
refresh and the RA Status will also display in "Received Return" status [ _ow ][ ecee |[® comet [0 s ][ i |
. Foos b, Pocklzi Rans
e | ot ettt " L e | ST gt R SO Dy N g Uity
I ——— [ e ———
Step 55 If you click on the RA No, the RA Detail page will also display the Line Item

Status as "Received"
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If you navigate to and select the Warehouse Queries module

v .- Warehouse Management
S e e

C S

=, Warchouse Queries

Affix the UPC label to the bottom right hand side of the outer carton

Step 56 . .
P Click the Inventory Detail Report folder
Enter the returned item number into the Item No field L e po el L -
Bin No.: Bin Type: v PickBin: v Tokal EEC Bin Allocated Qty: |1
Business Unit: Home Apparel v | Item Status: v | Customer: v Tokal Bin Oty Avail.:
Select Home Apparel from the Business Unit drop down list LocationType: | Wholesae, ECom v Revision: L L I— - —
Location: [ | Zone: ¥ Indude Zero Qy Bin: [ Cycle Count: v
Replenishable Bin : | Division : v LRt Type: v
Select the appropriate return location from the Location drop down list
Step 57 pprop P - (@sors | F i | e |
Invemory Desal ZsroBins.
Click the Search button =_enme Rl = E— e
. b 0 Lot el e [y I =
UPC Divion LiRType  Stats Pack Loc Per Zome " Rephenshable Actviy | O Ty T NP e cabe ;u.rnm Allested .I\hrnlod :J:L
o ! e & i Oy | @y | Qy Awi
The received return will display at the bottom of the page in either Return | was ¢ ) ) ™ ™
Usable or Return Unusable bm type L MS!';!V;‘HB'M 675716410674 BAST Adie 1 XRW FRJIIED N /1912023 st Catn N N N 108 ] 0 ] 1
Sub Total: 1048 0 0 01
12. Preparing the return for put away
Step # Task Description Example Guide
v EEC Comnmmunications
BTy ——— e —
[~ = Archive ]
Return Usable:
[~ = Manufacturins |
Step 58 |Click on the Distribution module
|- = . evatumtion |
Click on the Price Ticket Label Print menu page
Price Ticket Label Print
Bussiness Unit: ECamDrpShy Item No.: BASHEDITT 7
Customer: v Cust. Item o.: Customer Level: g
8 AllInko.
Enter the returned item number into the Item No field sie: Color: Copes: i
Brint UPC Ticket | Prink GTIN
Step 59 Items:3 Page number;1/1 Paginal: 100 Rems «<<1>3 [| |
Click the Search button [ ] Customer Cus.Fiem N Cust. em Deseription Cust. Retail Price SinefTach) Compare Price
O amezn BASILE-0TT 675716410674 BOBVORTEE 000,000 0bed. 0 om
[0 amazonse BASLLG-0LTT B75T16410674 BODEVORTEE Ko
D JEROMES Base-0n77 BI5T1E406H NA 0000000, 006000 00
Prce Ticket Label Pt
Select a Customer by checking the box next to the customer column
e
Click Print UPC Ticket 55
8 raon BASI6-0177 BISTIEAL064 UPC Tickat Label Pusttion E €100 01 re 000,00 .00
Step 60 |Select the appropriate printer from the Printer drop down list O piomws Sewim S o eomomm e —
o  coner s
Check the appropriate print options Some
Click OK
Step 61  |Retrieve the 2*4 UPC label from the appropriate printer
Rebox the return usable item into an appropriate size carton
Step 62

Page 9 SOP_Warehouse Return Mgmt_33.22




Securely tape the carton
Step 63
Use the Bin Transfer scanner application to return the item to stock

Furniture - Return Usable

>

Step 64

Place brown adhesive tape or white label over any misc. carton markings

Use the Bin Transfer scanner application to return the item to stock

) Return Unusable:

Place the item back into the original returned package and tape shut

Step 65
P Place the unusable returns onto a pallet

Use the Bin Transfer scanner application to transfer the item to your
damaged stock area

Management Approvals

By signing the below, you confirm that you have read, understand and approve the described procedures and standards to be the best practices.

Name (Printed) Signature Organization

Manager

Director

Executive
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